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TITLES  AND  SUBJECTS 


A 

A-B-C's  of  Guidance,  The,  Kenneth  B.  Haas  and 
R.  Floyd  Cronw*ell,  101,  340 
Ability  Grouping,  A  Project  In,  186 
Adventures  In  Social ^Business  Education,  Lloyd 
L.  Jones,  85 

Again,  the  Snatch  or  Tiger  Stroke,  Harold  H. 

Smith,  45 
Airline, 

Accounting  Operations,  Frances  Aves  Smith, 

563 

Communications,  Frances  Aves  Smith,  623 
Opportunities,  Vocational  Information  on,  1, 

90,  150,  210,  265,  485,  563,  622 
Passenger  Agents — Their  Training  and  Duties, 
Frances  Aves  Smith,  265 
Secretaries,  Frances  Aves  Smith,  150 
Alertness  Exercises  In  Typewriting,  Vernon  A. 
Musselman,  617 

Amateur  Journalism  In  Wartime,  Dorothy  M.  John¬ 
son,  397 

America's  New  Nine-Point  Bill  of  Rights,  70 
Anchors  Awelgh!  196 

Are  Your  Students  Helping  to  Win  the  War?  217 
Arithmetic, 

And  Law  of  the  Social  Security  Act,  The, 

R.  Robert  Rosenberg,  135,  306,  379 
And  the  War,  Business,  273 
Of  Rationing,  The,  M.  Luther  Scott,  627 
War — and  'Rlthmetlc,  406 
Armistice  on  the  Bookkeeping  Front,  Gustave 
Schwamm,  545 

Army, 

Air  Force  Training  Program,  The,  Russell  G. 
Carter,  82 

Clerical  Class,  An,  W.  L.  Edwards,  620 
Paper  Work  at  Greenwich  High  School,  C.  E. 
Schwager,  620 

Quartermaster  Clerk-Typists  Are  Trained  at 
Camp  Lee,  Virginia,  410 
Slanguage,  Dorothy  M.  Johnson,  297 
Typists  Help  win  the  War;  410 
Assembly  Programs  Available,  28 
Associations,  How  Business  Education  Began,  547 
Audio-Visual  Aids, 

For  Business  Education,  Lawence  Van  Horn,  107 
Make  Business  Education  Stick,  613 
Aviation  Secretaries,  College  Course  for  Train¬ 
ing,  534 

Awards  Department,  217,  260 
B 

B.E.W,  Bookkeeping  Projects,  Milton  Briggs,  26, 
96,  132,  192,  302,  423,  482,  549 
B.E.W.  Bulletin  Board,  The,  47,  321,  445 
B.E.W.  Business  Letter  Problem,  A,  Milton  Briggs, 
420;  Results,  552 


B.E.W.  Digests,  473,  605 

B.E.W.  International  Bookkeeping  Contest,  364 
B.E.W.  Summer  School  Directory,  501,  577,  630 
B.E.W.  Transcription  Tests,  Helen  Reynolds,  30, 

88,  156,  219,  311,  383,  440,  479,  566,  636 
Background  Preparation  for  Office  Machines  Train¬ 
ing,  Harold  D.  Fasnacht,  413 
Beginning  Teachers,  Advice  to,  593 
Bibliography  on  the  Teaching  of  Business  Writing, 
316,  343,  582 

Book  Reviews,  50,  111,  171,  232,  328,  385,  499, 
581,  644 
Bookkeeping, 

Armistice  on  the  Front,  545 
Contest  Aiuiouncement,  261 
Counting  House,  The,  25,  131,  191 
For  Citizenship,  605 

International  Bookkeeping  Contest,  364,  599 

Profit  and  Loss  Statement,  345 

Projects,  26,  96,  132,  192,  302,  423,  482, 

549 

Ration  Banking  System,  554 
Bulletin  Boards,  47,  321,  445 
Business  Arithmetic  and  the  War,  Max  Broder,  273 
Business  Attitudes  Start  In  School,  605 
Business  Correspondence  (See  Business  Letter 
Writing) 

Business  Forms,  A  New  Way  to  Teach,  250 
Business  Law, 

Doing  vs.  Listening  In  the  High  School  Course, 
195 

Social  Security  Act,  135,  306,  379 
Take  Your  Law  Class  to  Court,  29,  301 
Business  Letter  Writing, 

ABWA  Bibliography  on  the  Teaching  of,  316, 

343,  582 

Problem,  B.E.W.,  131,  420;  Results,  347,  552 
Teaching  Device,  Marjorie  Fitch,  322 
Businessmen  Co-operate  In  Connerclal  Training, 
Charles  J.  Everest,  201 

C 

Carbon  Paper,  Care  of,  B.  Bargen,  574 
Care  of  the  Stencil  Duplicator,  Mabel  Ellis,  339, 
472 

Check  Lists,  Do  You  Use,  275,  360 
Classroom  Psychology  for  Shorthand  and  Typewrit¬ 
ing,  Louis  A.  Leslie,  121,  252,  373,  418, 
475  ,  541 

Code  I>ractlce  and  Touch  Typing,  David  J.  Kappel, 
531 

Code  Typing — Military  Style,  Harold  H.  Smith,  84 
Code-Typing  Teaching  Problems,  Esby  C.  McGill, 
467 

College  Course  for  Training  Avlatlcxi  Secretaries, 
A,  Ruth  E.  Bell,  534 
Commercial  Clubs,  109 
Connerclal  Law  (gfifi  Business  Law) 
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Consumer  Education, 

Democracy  at  WorK  In,  127 

Retail  Salespersons  and,  430 

Values  In  Business  Training  Courses,  E.  J. 
McLucJcle,  292 
Contests, 

Announcements  of  Sixth  International  BooWceep- 
Ing,  260 

B.E.W.  Bookkeeping  Project,  26,  96,  132,  192, 
423,  462,  549 

B.E.W.  Business  Letter  Problem,  420;  Results, 
552 

International  Bookkeeping,  364,  599 

Participation,  Effective  Way  to  Encourage, 

168 

Tests  Available  for  Interschool  Shorthand  an*’ 
Typing,  439 

Co-operative  Secretarial  Training,  Charles  J. 
Jensen,  269 

Businessmen  Co-operate  In,  201 

Tailor-Made  Plan,  A,  477 
Cost  of  Training  a  Salesperson,  The,  Lowell  A. 
Decker,  258 

Counterfeit  Money,  How  to  Detect,  5 
Counting  House,  The,  R.  Robert  Rosenberg  and 
Milton  Briggs,  25,  95,  131,  191 

D 

Dally  Morning  Report,  The,  An  Assignment  In  Mili¬ 
tary  Office  Training,  David  J.  Kappel,  123 
Democracy  at  Work  In  Consumer  Education,  Edward 
Reich,  127 

Demonstrative  teaching,  16 
Dictating  Voice,  The,  473 

Dictation  Material,  52,  113,  173,  235,  330,  449, 
509,  585,  647 

Dilute  Your  Teaching  of  the  Disjoined  Prefixes 
and  Suffixes,  Clyde  I.  Blanchard,  223 
Distributive  Education, 

Cost  of  Training  a  Salesperson,  258 
Our  Classroom  Is  Our  Salesroom,  354 
Selecting  Trainees  for  Part-Time  Work,  307 
Training  In  Wartime,  263 
Do  We  Snatch?  Harold  J.  Jones,  281 
Do  You  Use  Check  Lists?  I.  David  Satlow,  275, 

360 

Do  Your  Students  Use  Shorthand  Personally?  Clyde 
I.  Blanchard,  22 

Doing  vs.  Listening  In  the  High  School  Law 
Course,  Frederic  T.  Hawes,  195 
Duplicating  Chart,  230 

E 

"Each  of  Us  Must  Serve,"  291 
Economic  Geography, 

Manufacture  of  Rubber  Products— 1939  Census, 
358 

Puzzle,  149 

Editorial,  10,  68,  144,  196,  254,  344,  408,  465, 
540,  608 

Education  and  the  War,  5 

Enemies  of  Inflation,  Marjorie  Hunslnger,  129 
English,  From  an  Office  Manual,  100 
Experience  for  Applicants,  Charles  C.  Baker,  433 
Experience  Through  Office  Machine  Practice, 

Tressa  Sharpe  and  Marguerite  Oohdes,  370 

F 

Find  the  Strategic  Materials,  W.  0.  Blanchard,  149 
Finding  a  Market  for  Your  Fastest  Writers, 
Florence  Elaine  Ulrich,  562 


Fine  Record  In  Bookkeeping,  A,  270 

Finest  Teacher  I  Ever  knew,  Robert  J.  Ryan,  309 

Fcmr  Freedoms,  The,  231 

Four-point  program  for  training  employees  for 
the  Federal  Government,  507 
From  an  Office  Manual,  J.  F.  Rice,  100 

G 

Geography  (Sgg  Economic  Geography) 

Gregg  Writer  Plates,  Keys  to,  52,  113,  173,  235, 
330,  390,  449,  509,  585,  647 
Guidance, 

A-B-C's  of  Guidance,  The,  181,  340 
In  Wartime,  416 

Now?  If  So,  How?  Ruby  Lee  Nelson,  290 
Through  Part-Time  Elnployment,  543  * 

H 

High  School  Victory  Corps,  217 

And  Business  Education,  Hamden  L.  Forkner,  243 
Homework  for  Typewriting  Pupils,  Samuel  Gold¬ 
smith,  356 

Hostess  of  the  Air,  Frances  Aves  smith,  90 
Hot  Air  In  the  Classroom,  Ethel  Beatty  Smith,  16 
How  Aviation  Uses  Business  Machines,  Frances 
Aves  Smith,  485 

How  Business  Education  Associations  Began — 1864- 
1894,  Ardath  Stedman,  547 
How  Naval  Storekeepers  Are  Trained,  H.  0.  Enter- 
llne,  527,  631 

How  to  Address  the  Envelope,  R.  D.  Parrish,  14 
"How  to  Teach  an  Qnployee,"  Murray  Banks,  293 
How  to  Use  Slldefllms,  Lyne  S.  Metcalfe,  425 
How  We  Teach  Shorthand,  Wilma  S.  Gamer,  86 

I 

Index  to  Graded  Dictation  Material,  An,  Vernon 
Musselman,  497 

Indiana  Business  Enrollments  Studied,  Helen  Wood 
and  Agnes  Meehan,  225 

Inflation,  What  teachers  can  do  to  prevent,  129 
In-Service  Training,  203 

Inside  Airline  Offices,  Frances  Aves  Smith,  1 
Introducing  an  In-Service  Course,  Jack  0.  Edel- 
man,  203 

It's  So  Much  Fun  to  Help!  Marie  Curtis,  103 
J 

Japanese-Amerlcans,  Training  for  Tomorrow,  256 
Jefferson's  Filing  Cabinet  at  Montlcello,  472 
Job  Training  In  Wartime,  Kenneth  B.  Haas,  283 
John  Faithful  Conments,  94,  284 
Journalism, 

In  Wartime,  Amateur,  397 

Selling  Advertising  In  a  School  Newspaper,  7 
K 

Keys  to  Gregg  Writer  Shorthand  Plates,  52,  113, 
173,  235,  330,  390,  449,  509,  585,  647 

L 

Lamp  of  Experience,  The,  Harriet  P.  Banker,  48, 
169,  322,  446,  574 

Law  Cartoons,  R.  Robert  Rosenberg,  83,  542 
Learn  to  Type  with  24  Hours'  Instruction.'  Frank 
P.  Donnelly,  524 

Let's  Put  on  the  Gloves.'  Elmer  J.  Knlsely,  189 
Let's  Teach  Typewriting,  Ralph  Masteller,  71 
Let's  Trust  Our  Pupils,  473 

Lincoln  Students  Hall  of  Fame,  William  Medlne,  47 
Little  Red  School  House  of  Visual  Aids,  The,  612 
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Manufacture  of  Rubber  Products — 1939  Census,  The, 
Douglas  C.  Rldgley,  358 

Military  Office  Training,  The  Dally  Morning  Re¬ 
port,  123 

Morning  Report,  The  Dally,  123 
Morse  Code  Typewriting  Clubs,  David  J.  Kappel, 
183 

Motion  Pictures,  107 


N 


Naval  Terminology,  198 

New  Position,  Planning  for  a,  517 

New  Standard  Tests  Available  for  Interschool 

Shorthand  and  Typing  Contests,  Archibald 
Alan  Bowie,  439 

New  Way  to  Teach  Business  Forms,  A,  Lloyd  L. 

Jones,  250 

News  from  Washington,  11,  69,  145,  197,  262,  276, 
280,  409,  539 

1942 — R.I.P. ,  Dorothy  M.  Johnson,  308 

0 

I 

Office  Machine  Practice,  Experience  Through,  370 
Office  Machines  Training,  Background  Preparation 
for,  413 
Office  Practice, 

Company  Clerk’s  Work,  A,  521 
Department  Makes  Money,  279 
In  Civilian-Defense  Groups,  226 
Pre-Business  Orientation  of  Pupils,  61 
Small  School  Has  a  Big  JOb,  596 
Office  Supplies  and  Equipment,  46,  108,  158,  222, 
320,  382,  444,  508,  578,  640 
Office  Training  Course,  Organizing  an  Adult,  355 
Office  Work  In  the  Army,  Fred  C.  Archer,  521 
Old  Order  Changeth,  The,  296 
On  the  Lookout,  Archibald  Alan  Bowie,  46,  108, 
158,  222,  320,  382,  444,  508,  578,  640 
One  Eye  on  the  News,  Dorothy  M.  Johnson,  167 
One-Minute  Shorthand  Tests,  E.  Dana  Gibson,  614 
Our  Armed  Forces  Use  Shorthand,  Russell  Q. 

Carter,  263 

Our  Classroom  Is  Our  Salesroom,  Ray  W.  Jones  and 
Tlllle  Neft,  354 

Our  Department  Makes  Money,  Marie  M.  Stewart,  279 
Our  Orators  In  Wartime,  Dorothy  M.  Johnson,  87 
Our  Typewriter  Shortage  Problem  Solved,  Marjorie 
E.  Faltlng,  429 


P 

Panel  Discussion  for  Students,  A,  Olive  Mallow, 
109 

Personal  Data  Shoots,  E.  G.  Erlksen,  376 
Personality.  A  Measurement  of,  185 
Planning  for  a  Now  Position,  John  T.  Walter,  517 
Practical  Secretarial  Training  In  a  Defense  Area, 
Margaret  Gleason,  65 

Pre-Business  Orientation  of  Pupils,  L.  H.  Dlok- 
roeger,  61 

Preinduction  Training,  620 

At  Far  Rockaway,  David  J.  Kappel,  403 
Pretranscription  Warm-Up,  A,  Isobel  Douglas,  606 
Problems  In  Business  Arithmetic,  273 
Project  In  Ability  Grouping,  A,  Elizabeth  A. 
Nash,  186 

Projects,  B.E.W.  (See  Contests) 

Protecting  Our  Money  In  Wartime,  5 
Psychology  for  Shorthand  and  Typewriting,  121, 
252,  373,  418,  475,  541 


Radio  Script  About  Typing,  A,  Colleen  Sutton,  299 
Ration  Banking  System,  The,  Benjamin  R.  Haynes, 
554 

Rationing,  The  Arithmetic  of,  627 
Reading  Is  No  Substitute  for  Writing  In  Learning 
Shorthand,  E.  E.  Magoon,  337 
Remedial  Civil  Service  Courses,  81 
Research  Studies  In  Shorthand  Prognosis,  Paul  L. 
Turse,  23 

Retail  Salespersons  and  Consumer  Education,  Henry 
White,  430 

Retail  Selling,  Teaching,  473 
Rule  of  27  Takes  the  Guesswork  Out  of  Letter 
Placement,  The,  Marsdon  A.  Sherman,  12 

S 


Salesmanship, 

And  Advertising,  Teaching  Device,  Harry  D. 
smith,  574 

We  Are  All  Salesmen,  205 

School  Journalism  (§££  Journalism) 

Schools  Must  Take  Care  of  Machines,  Harold  H. 
smith,  294 

Secretarial  Studies  Exhibit,  A  Wartime,  489 

Secretarial  Training, 

College  Course  for  Training  Aviation  Secre¬ 
taries,  534 

Co-operative,  201,  269,  477 
In  a  Defense  Area,  65 
Preinduction,  403 

Suggestions  cm  taking  first  Job,  575 
True-False  Test  on  Telephoning  and  Receiv¬ 
ing  Callers,  537 

Selecting  Trainees  for  Part-Time  Work,  Bemad Ine 
Bell,  387 

Selling  Advertising  In  a  School  Newspaper,  John 
T.  Walter,  7 

Shall  We  Fiddle  While  Rome  Bums?  Jack  R.  Neill, 
611 

Shortages  In  office  help.  What  business  education 
can  do  to  aid,  605 

Shorthand, 

And  Spelling,  610 
Armed  Forces  Use,  263 

Classroom  Psychology,  121,  252,  373,  418,  475, 
541 

Finding  a  Market  for  Your  Fastest  Writers,  562 
For  Boys?  Mary  A.  Sheahan,  277 
How  We  Teach,  86 

Index  to  Graded  Dlctatlcm  Material,  An,  497 
Military  Take,  A,  415 
One-Minute  Tests,  614 
Personal  Use,  22,  412 
Prefixes  and  Suffixes,  223 
Prognosis,  Research  Studies  In,  23 
Reading  Is  No  Substitute  for  Writing  In 
Learning  Shorthand,  337 
Teaching  Device, 

Bargen,  B. ,  323 
Booth,  Nell,  323 
Cobb,  Howard,  169 
Huebener,  Beryl,  169 
Stevens,  Evelyn,  574 
Wlllhlte,  Lyle  0.,  48 

Training  the  Certified  Shorthand  Reporter,  348 
War-Winning  School  Activities,  19 
Willie  Jones  vs.  the  Manual,  437,  493,  572 
Writing  Is  No  Substltyte  for  Reading,  Either! 
460 
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Slide  Rule,  Learn  to  Use,  352 
Slldefllns,  How  to  Use,  425 

SBflll  School  Has  a  Big  Job,  Helen  J.  Caffrey,  596 
Spelling  Demons,  327 

Soclal«-Buslness  Education,  Adventures  In,  85 
Social  Security  Act,  The  Arithmetic  and  Law  of 
the,  135,  306,  379 

Some  Things  You  Can  Do  to  Help  the  War  Effort 
Besides  Your  Regular  Work,  342 
Source  Materials  for  Shorthand  and  Typing  Prac¬ 
tice,  20,  80 

Stencil  Duplicator,  Care  of,  339 

Stenographers  for  Uncle  Sam,  Mary  C.  Suderow,  154 

Storekeepers  Are  Trained,  How  Naval,  527,  631 

Student  Ouldance  In  Wartime,  Estella  Dyer,  416 

Supplementary  Materials,  473 

Tallor^de  Co-operative  Plan,  A,  Reyno  F. 

Blxler,  477 

Take  Your  Law  Class  to  Court,  H.  0.  Enterllne, 

29,  301 

Tax  Consultant,  The  Teacher  as,  628 
Taxes,  Your  Personal,  247 

Teachers  Have  Asked  Me,  Irol  V.  Whitmore,  37,  99, 
161,  314,  432,  575 

Teachers — Learn  Another  Skill,  A.  James  Kalbaugh, 
352 

Teaching  Elementary  Tabulation,  Louis  Llebllng, 

146 

Teaching  Front,  The,  Marie  M.  Stewart,  593 
Teaching  Profit  and  Loss  Statements,  Sister  Mary 
Regis,  345 

Teaching  Versus  Testing  In  Transcription,  Eleanor 
Sklmln,  76 

Test  In  Typing  Nianerals,  A,  H.  E.  Aseltlne,  565 
Tests, 

B.E.W.  Transcription,  30,  88,  156,  219,  311, 
383,  440,  479,  566,  636 
On  Telephoning  and  Receiving  Callers,  True- 
False,  537 

Textbook  System,  Dorothy  Thompson  and  the,  609 
They  Sell  Air  Space,  Frances  Aves  Smith,  210 
This  Office  Practice  Isn't  Play.'  Dorothy  M.  John¬ 
son,  226 

Thompson,  Dorothy,  and  the  Textbook  System, 

Dorothy  M.  Johnson,  609 

Tips  for  Ehrenlng-School  Typing  Teachers,  Harold 
Leith,  435 

Training  Japanese-Amerlcans  for  Tomorrow,  Lucille 
Friedman,  256 

Training  of  Competent  Typists,  The,  Earl  Cleven¬ 
ger,  139 

Training  Program,  The  Army  Air  Force,  82 
Training  the  Certified  Shorthand  Reporter,  Charles 
Lee  Swem,  346 

Training  Volunteer  Clerical  Workers,  103 
Training  WAVES  for  Yeomen  Duties,  M.  Fred  Tidwell, 
404 

Transcription, 

B.E.W.  Tests,  30,  88,  156,  219,  311,  383,  440, 
479,  566,  636 

Pretranscription  Warm-Up,  606 
Teaching  Versus  Testing,  76 
What  Do  You  Mean — Mailable?  469 
True-False  Secretarial  Test  on  Telephoning  and 
Receiving  Callers,  McFadzen,  Oraham,  and 
Oardenhlre,  537 

Typewriters,  Too,  Have  Gone  to  War,  Irene  C. 

Hypps,  401 
Typewriting, 

A  la  Carte,  Mary  Barlow  Rogers,  635 
Alertness  Exercises  In,  617 


Typewriting  (Continued) 

Carbon  Paper,  Use  of,  99 
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